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Establishment of ESA Registry for Consultants 



S/ASST (Mr Friedman 



PERS 



10 June 1954 
RFJohnson/60697 



Comment No. 1 



1. Attached is draft of a new Regulation proposed by the Personnel Division 
for the purpose of establishing the ESA Registry for Consultants which will provide 
for the centralization of procurement and effective Agency utilization of con- 
sultants, experts and advisors. This regulation has been prepared at the direction 
of the Chief of Staff, and has the tentative concurrenceof both Special Assistans 
to the Director. 

2. Any recommended revisions or additions to this Regulation as proposed 
should be in the Personnel Division by noon, 21 June 1954. 



DUNCAN SINCLAIR 
Colonel, USA 



Incl - 

Draft of Proposed ESA 
Regulation 

Ihcormatlon copy furnished 
Chief of Staff 



SO; SERB 



FROM 1 S/ASST (Hr. Friedmsn) l4 June 1954 Cana»nt#2 



1. Recommend approval of the proposed draft regulation, 
g. Recommend that this regulation he implemented as soon as possible. 



WILLIAM F. TBmms 
- gpscial Assistant 

proved for Release bv NSA on 03-26-2014 pursuant to E.Q. 1352 1 
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NATIONAL SECURITY AGENCY 
Washington 25, D,C 0 



NSA REGULATION 
NUMBER 



(Draft) 



EFFECTIVE UNTIL UNIESS SOONER 

RESCINDED OR SUPERSEDED 

NATIONAL SECURITT AGENCY REGISTRY FOR CONSULTANTS 

SECTION 

PURPOSE. . I 



MISSION H 

definitions m 

RESPONSIBILITIES IV 

PROCEDURES ...... V 

SUPERVISION VI 



SECTION I - PURPOSE 

The purpose of this Regulation is to establish the NSA Registry for 
Consultants (NS ARC) with location in the Personnel Division. The term 
"Registry for Consultants" will be interpreted to include also experts 
and advisors. Individuals who are covered by contractual arrangements 
for "nonfPerap pfti fawrfea^w are excluded from the provisions of this 
Regulation. 



SECTION II - MISSION 
The mission of the Chief, N3ARC is: 

a. To provide for the centralization of procurement and the 
effective utilization of consultants, experts and advisors who can be of 
assistance to the Agency in fulfilling its mission. 

bo To exercise staff supervision over the administrative pro* 
cedures involved in the use of the services of consultants, experts and 
advisors fcy Agency staff and operating elements. 
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Co To make the availability and general qualifications of 
these consultants, experts and advisors known to interested Agency staff 
and operating elements. 

d. In general, to insure that the conduct and continuity of 
the Agency’s official relationships with these consultants, experts or 
advisors is maintained in the most effective manner. 

SECTION III - DEFINITIONS 

1. Consultant, A consultant is one who serves in an advisory 
capacity to the Agency as distinguished from one' who serves as an officer 
or employee in the performance of operational or administrative duties. 

He expresses his views or gives his opinions regarding problems or questions 
presented to him by the Agency, but he does not perform, or supervise the 
performance of. operations] n-r adntipi«tTyMu g functions . Ordinarily, he 
will he an expert in the particular field in which he advises. However, 
he need not be a specialist} his n eaqpertness n may consist in his possession 
of broad administrative, professional or technical experience of a high 
order which indicates that his ability and knowledge will render his advice 
of distinct value to the Agency. 

2. Expert . An expert is an employee who is appointed to a position 
the dirties and responsibilities of which are to perform regular services 
of a' highly technical or administrative nature essential to the accomplish- 
ment of certain specialised functions. An appointee to such a position 
normally will perform duties such as developing and putting into effect 
solutions of operating problems of a highly technical nature, supervising 

2 
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the execution of highly technical functions, conducting responsible 

activities which are an integral part of operating procedures, and making 

operational decisions as a specialist in a highly technical field of 

knowledge,. Though his service normally is intermittent, an expert may 

have continuing operational responsibilities during each period of actual 

duty, since his primary Amotion is to carry out specialised operations 

for which training and experience qualify hlm 0 

, for purposes of this Regulation . 

3* Advisor. An advisor/ La a consultant or export who does not have 
the status of an employee. 

ho Temporary Employment. Temporary employment of a consultant or 
export is employment for a period of one year or less, which is limited 
to work on programs, projects, problems, or phases thereof, requiring 
temporary services for which a need will riot extend beyond one year (260 
working days) 0 

5> Intermittent Employment (Wh an Actually Bmvlo ved). Intermittent 
employment of a consultant or export is employment which occurs occasionally 
or irregularly and is limited to work on programs, projects, problems, or 
phases thereof, requiring intermittent services. Employment aggregating 
more than one-half of full-time employment (130 working days) during the 
first year of service or in any succeeding year of service, ceases to be 
intermittent employment and becomes automatically converted to temporary 
employment which may not be continued beyond the close of the year of 
service in which such limit was exceeded,, 



5 o 
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6. Procurement. 

a. a ppointment (Pers onal Se rvices). Personal services of cor*- 

* 

sultants and experts nay be obtained by appointment on a Standard Pom $0 
(Notification of Personnel Action) , by the Personnel Division under 

i 

Section 7 of NSA QPM Chapter A2. Such services are chargeable to the 
personnel ceiling. 

b 0 Contract for Pers ona^ Personal services of con- 

sultants and everts may also be obtained by "Contract for Personal 
Services", negotiated by SIGPO. However, a confirmatory SF SO must be 
issued by the Personnel Division for distribution to the Civil Service 
Camnissiono Such services are chargeable to the personnel ceilingo 

c« Contract for Non-personal Services . The services of indi- 

\ 

viduale, corporations and firms may be obtained on a lump-sum or fee basis, 
by a contract negotiated by SlGPty for example, a finished product, or 
the services of educational institutions (such as universities, colleges, 
business schools, and public and private vocational schools), laboratories, 
or Industrial organisations for the training and instruction of civilian 
employees. Such "non-personal " services are not oharge&ble to the 
personnel ceiling, and are not within the scope of this Regulation. 

d. Invitatio nal Trav el Orders. Invitational travel orders 
are orders l&aued by the NSA Adjutant General to persons not having an 
employment status with the Federal Government, whose consultative, 
adviaoiy or other highly specialized technical services are required in 
a capacity which is directly related to or in connection with activities 

4 
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of the Agency. Since these persons are not employees, their services 
are not chargeable to the personnel ceiling. 

e. ^Conflic ts of Interest 11 , Conflicts of interest are regarded 
as situations where the personal interests of an individual serving the 
Government may, because of the individual's non-Governmental activities or 
connections j be inconsistent with the interests of the Government in rela- 
tion to a matter dealt with lay the individual in his Governmental capacity. 
Such situations are prohibited by statute. 

SECTION IV - KBSFONSIBlLTTTKfi 

1 - Chiefs of Staff Divisions and Offices are responsible fori 

a. Advising NSARC of all prelimihary plans and contacts for 
the prospective procurement or utilisation of the services of consultants, 
experts and advisors, and submitting copies of any pertinent personal or 
unofficial correspondence to NSARC. 

b. Submitting a request on a Disposition Font to NSARC as 
early aa practicable prior to the date the service is required^ The 
request' will be signed personally by the Chief of the Staff Division or 
Office concerned, and will contain the following information: 

(1) Identification of the Agency staff or operating 
element requesting the service. 

(2) Nan»(s) of the individualCs) requested. 

(3) Date(a) on which the services will bo required. 
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(4) Approximate number of days the services will be 
required* 

(5) Proposed rate of pay (cannot deeded $50 per day)* 

(6) Mission to be accomplished (brief unclassified 
suunaxy of work project, and specific duties to be 
performed by the individuals))* 

(7) Whether or not the individual(s) concerned is (are) 
personally known to personnel of the requesting 
staff or operating element* 

(8) Whether or riot the individual(s) concerned has (have) 
bedn contacted unofficially or personally by any 
metaber of the rising Agency staff or operating element, 
regarding the proposed visit* 

o. Reserving personnel spaces to support the utilisation of 
tho services of consultants, experts or advisors for the periods required* 

do Providing NSARC with program and budget requirements neces- 
sary to support salary and travel expenses of consultants, experts and 
advisors* 

e* Maintaining, certifying and submitting to NSARC the time 
and attendance reports of consultants, experts and advisors on duty with 
his staff or operating element at the end of each two-week pay period, 
or sooner if requested* 

f • Notifying NSARC Immediately by Disposition Perm when the 
services of a consultant, expert or advisor are completed* The Disposition 
Fbrm will also contain the following information* 
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(1) Brief statement of the nature of the problem on 
which the consultant, export or advisor was engaged. 

(2) Brief sunmaxy of extent to which the individual was 
able to assist in the solution of the problem. 

(3) Statement as to the extent of the applicability of 
the individual* s specific qualifications to that type 
of problem. 

2. In order to perform his mission, the Chief, NS ARC is specifically 
responsible for: 

a. .Conducting all official correspondence with consultants, . 
experts and advisors • 

b. Reviewing procurement requests and verifying availability 
of personnel spaces and funds for salary, travel expenses, and per diem in 
lieu of subsistence.. 

e. Determining the extent of "conflict of interest," if any, 
with the assistance of the General Counsel when necessary. 

v — -i 

d. jlnitiating [requests for security clearance or verification 
of existing clearance. 

e. Arranging, when required, for appointment by issuance of an 
SF 50 by the Personnel Division, or for procurement by Personal Service 
Contract through SIGPO. 

f. Requesting issuance by the NSA Adjutant General of appro- 
priate travel orders and authorisation for per diem in lieu of subsistence. 

7 
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go Reviewing and certifying travel vouchers submitted by con* 
eultanbs, and submitting them promptly for payment. 

h. Reviewing time and attendance reports of consultants, experts 
and advisors, making necessaxy extracts, and submitting the reports promptly 
to the Comptroller for pay purposes » 

it Submitting a summary time and attendance report for consult- 
ants, experts and advisors 0 

jo Initiating rsquests for termination or extension of appointment 
or contract for personal services when requiredo 

k 0 Preparing and submitting reports of utilisation of services 
of consultants, experts and advisors, when requiredo 

lo Arranging for the maintenance of an official personnel folder 
for each consultant, expert or advisor, and such other records as are 
necessaxy. 

section V - prpc 



waiiii.'iw 



' Supplemental implementing procedures of this Regulation are contained 
in Section 7 of MSA CFM Chapter A2 0 

SECTION TI - SUPERVISION 

Supervision for the implementation of the policy established herein 
is the responsibility of the Chief, Personnel Division. 



8 



REF ID : A66203 



NATIONAL SECURITY AGENCY 
Washington 25® D*C® 

(Draft) 

USA REGULATION 
NUMBER 

EFF E CTIVE UNTIL UNLESS SOONER 

RESCINDED OR SUPERSEDED 

NATIONAL SECURITY AGENCY REGISTRY FOR CONSULTANTS 

PURPOSE 

MISSION. . IX 

DEFINITIONS . HI 

RESPONSIBILITIES IV 

PROCEDURES . V 

SUPERVISION. . VI 

SECTION I - PURPOSE 

Tho purpose of this Regulation in to establish the NSA Registry for 
Consultants (NS ARC) with location in the Personnel Division. The term 
"Registry for Consultants" will be interpreted to include also experts 
and advisors. Individuals who an covered by contractual arrangements 
for "non-personal services " are excluded from the provisions of this 
Regulation. 

SECTION II - MISSION 
The mission of the Chief, NS ARC is: 

a. To provide for the centralisation of procurement and the 
effective utilisation of consultants, experts and advisors who can be of 
assistance to the Agency in fulfilling its mission* 

b. To exercise staff supervision over the administrative pro* 



cedures involved in the use of the services of consultants® experts and 
advisors by Agency staff and operating elements. 
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Co To make the availability and general qualifications of 
these consultants, experts and advisors known to interested Agency staff 
and operating elements,, 

do In general, to insure that the conduct and continuity of 
the Agency's official relationships with these consultants, experts or 
advisors is maintained in the most effective manner. 

SECTTOM ITT - DKFTWTT^QNS 

1. Consultant . A consultant is one who serves in an advisory 
capacity to the Agency as distinguished from one' who serves as an officer 
or employee in the performance of operational or administrative duties. 

He expresses his views or gives his opinions regarding problems or questions 
presented to him by the Agency, but he does not perform, or supervise the 
performance of. op era-Mopai nr admj pjatrative functions . Ordinarily, he 
will be an expert in the particular field in which he advises. However, 
he need not be a specialist; Ms "axpertness" may consist in his possession 
of broad administrative, professional or technical experience of a high 
order which indicates that his ability and knowledge will render hie advice 
of distinct value to the Agency. 

2. Expert. An expert is an employee who is appointed to a position 
the duties and responsibilities of which are to perform regular services 
of a highly technical or administrative nature essential to the accomplish* 
meat of certain specialised functions. An appointee to such a position 
normally will perform duties such as developing and putting into effect 
solutions of operating problems of a highly technical nature, supervising 

2 
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the execution of highly technical functions, conducting responsible 
Activities which are an integral part of operating procedures, and making 
Operational decisions as a specialist in a highly technical field of 
knowledge,, Though his service normally is intermittent, an expert tnay 
have continuing operational responsibilities during each period of actual 
duty, since his primary function is to carry out specialized operations 
for which training and experience qualify him 0 

3* Advisor. An* ad^iSrT^a c^nm^^urt 5 *or e xpeW who does not have 
the status of an employee, 

4« Temporary Bimlapmant. Temporary employment of a consultant or 
expert is employment for a period of one year or less, which is limited 
to work on programs, projects, problems, or phases thereof, requiring 
temporary services for which a need will not extend beyond one year (260 
working days), 

5, Intermittent Employment (When Actually Employed) , Intermittent 
enployment of a consultant or expert is employment which occurs occasionally 
or irregularly and is limited to work on progr a ms, projects, problems, or 
phases thereof, requiring intermittent services. QqxLcyment aggregating 
more than one-half of full-time employment (130 working days) during the 
first year of service or in any succeeding year of service, ceases to be 
intermittent employment and becomes automatically converted to temporary ' 
employment which may not be continued beyond the close of the year of 
service in which such limit was exceeded. 
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6. Procurement. 

a. Appointment (Personal Services). Personal services of con- 
sultants and experts may be obtained by appointment on a Standard Form 50 
(Notification of Personnel Action), by the Personnel Division under 

i 

Section 7 of USA CPM Chapter A2. Such services are chargeable to the 
personnel ceiling. 

b 0 Contract for Personal Service^. Personal services of con- 
sultants and experts may also be obtained by "Contract for Personal 
Services", negotiated by SIGPO. However, a confirmatory SP 50 must be 
issued by the Personnel Division for distribution to the Civil Service 
Commission. Such services are chargeable to the personnel celling. 

c« Contract for gggjg ggflgj, Services . The services of indi- 
viduals, corporations and finis may be obtained on a lump-sum or fee basis, 
by a contract negotiated by SIGPO} for example, a finished product, or 

the services of educational institutions (such as universities, colleges, 

■ 

. business sohools, and public and private vocational schools), laboratories, 
or Industrial organisations for the training and instruction of civilian 
employees. Such "non-personal n services are not chargeable to the 
personnel ceiling, and are not within the scope of this Regulation. 

d. Invitatio nal Trav el Orders. Invitational travel orders 
are orders issued by the N3A Adjutant General to persons not having an 
employment status with the Federal Government, whose consultative, 
advisory or other highly specialised technical services are required in 
a capacity which Is directly related to or in connection with activities 

4 
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of the Agency. Since these persons are not employees, their services 
are not chargeable to the personnel ceiling. 

e# "Conflicts of Interest” . Conflicts of interest are regarded 
as situations where the personal interests of an individual serving the 
Government may, because of the individual's non-Gove rnmental activities or 
connections, be inconsistent -with the interests of the Government in rela- 
tion to a matter dealt with by the individual in his Gorveramontai capacity. 
Such situations are prohibited by statute. 

SEC TION IV BESPflmTBtT.Trrra 

1 . Chiefs of Staff Divisions and Offices are responsible fort 
a. Advising NSARC of all prelisdh&ry plane and contacts for 
the prospective procurement or utilisation of the services of consultants, 
experts and advisors, and submitting copies of any pertinent personal or 
unofficial correspondence to NSARC. 

b« Submitting a request on a Disposition Pom to NSARC as 
early as practicable prior to the date the service is required^ . The 

1 

request will be signed personally by the Chief of the Staff Division or 
Office concerned, and will contain the following information: 

(1) Identification of the Agenoy staff or operating 
element requesting the service. 

(2) Name (s) of the lndlvidual(s) requested. 

(3) Date(s) on which the services will bo required. 
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(4) Approximate number of days the services will be 
required. 

(5) Proposed rate of pay (cannot exceed $50 per day). 

(6) Mission to be accomplished (brief unclassified 
summary of work project, and specific duties to be 
performed by the indivldualCs)). 

(7) Whether or not the individual(s) concerned is (are) 
personally known to personnel of the requesting 
staff or operating element. 

(8) Whether or not the individual^ ) concerned has (have) 
been contacted unofficially or personally by any 
maiber of the using Agency staff or operating element, 
regarding the proposed visit. 

c. Reserving personnel spaces to support the utilisation of 
tho services of consultants , experts or advisors for this periods required. 

d. Providing NSARC with pr o gr am And budget requirements necea- 

t * - 

a ary to support salary and travel expenses of consultants, experts and 
advisors. 

So Maintaining, certifying and submitting to NSARC the time 
and attendance reports of consultants, experts and advisors on duty with 
hie staff or operating element at the end of each two-week pay period, 
or sooner if requested. 

f. Notifying NSARC inmediately by Disnosltion Form when the 
services of a consultant, expert or advisor are completed. The Disposition 
Form Will also contain the following informations 



6 



REF ID : A66203 




NSA REGULATION NO. 

(1) Brief statement of the nature of the problem on 
which the consultant f export or advisor was engaged. 

(2) Brief eunmaxy of extent to which the individual was 
able to assist in the solution of the problem. 

(3) Statement as to the extent of the applicability of 
the individual’s specific qualifications to that type 



of problem. 

2. In order to perform his mission* the Chief* NS ARC is specifically 
responsible fore 

a. . Conducting all official correspondence with consultants* 
experts and advisors. 

b. Reviewing procurement requests and verifying availability 
of personnel spaces and funds for salary, travel expenses, and per diem in 
lieu of subsistence. 



e« Determining the extent of "conflict of interest*" if any* 



with the assistance of the General Counsel when napessazyo 



d. jlnltiating ^requests for security clearance or verification 
of existing clearance. 

«• Arranging* when required, for appointment by issuance of an 
SF 50 by the Personnel Division, or for procurement by Personal Service 
Contract through SIGPO* 

f. Requesting issuance by the NSA Adjutant General of appro* 
prlate travel orders and authorization for per diem in lieu of subsistence. 
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go Reviewing and certifying travel vouchers submitted by con* 
suit ante, and submitting them promptly for payment • 

h. Reviewing time and attendance reports of consultants, experts 
and advisors, making necessaiy extracts, and submitting the reports promptly 
to the Comptroller for pay purposeso 

io Submitting a summary time and attendance report for consult- 
ants, experts and advisors o 

Jo Initiating requests for termination or extension of appointment 
or contract for personal services when required 0 

k 0 Preparing and submitting reports of utilisation of services 
of consultants, experts and advisors, whan required. 

1. Arranging for the maintenance of an official personnel folder 
for each consultant, expert or advisor, and suoh other records as are 
neceBsaxyo 

SECTION V - PROCEDURES 

Supplemental implementing procedures of this Regulation are contained 
in Section 7 of NSA CFM Chapter A2„ 

SECTION VI - SUPERVISION 

Supervision for the implementation of the policy established herein 
is the responsibility of the Chief, Personnel Division. 
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The purpose of this Regulation is to establish, the USA Registry for 
Consultants (USARC) vi th loca tion, in the Personnel Blrisioa. As used 
herein, t&£*4e^$* will he interpreted to include^ Shperfci^ 

end Advisors^ 






XX « 




$ha mission of the Chief, MARC 1st 

■ % 

_ ~ " ... — ^ 

&. Tb provide for the centralisation, of procurement and the 
effective utilization of consultants, exports and advisors yho can he of 

viduale vho are 




assistance to the Agency in fulfilling its mission* 

i 

covered hy contractual, arrangements for '' npP^Berson&l aervices 1 1 are 

of this '■ 

%* So insure that the conduct and continuity of the Agency* e 
official relationships with these consultants, experts or advisors is 
maintained, in the most effee^wwmer. 
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c. To make the availability and general qualifications of 
these consultants, experts and advisors known to Interested Agency 
c exponent a. 

b To exercise staff supervision over the administrative 
procedures Involved in the use of the services of consultants, experts 
and advisors by Agency components. • - 

■ SggCIQW ill - SSFUflTIQKS 

■w • . - I 

- ■ . , , » 1 1 

1. QOnsultaat . A consultant Is one who serves la an advisory 
capacity to an officer or instrumentality of the Government, as distinguished 
from one who serves as an officer or employee In the performance of duties 
and responsibilities of the Agency. He expresses his views or gives his 

Opinions regarding problems or questions presented tohia by the Agency, 

° !mt he does not perform^ or supervise the performance of. operating 
functions . Ordinarily, he will be an expert In the particular field In 
’JIKkiehTje advisee. However, he need not be a specialist; his "expert ness" 
T^^cansist In his. possession, of broad administrative, professional.^- . 
lt5cES.cai experience of a high order which indicates that his aJbility ““d 
: : ^now!edge will render bis advice of distinct value to the Agency. 

2. JSfepert . An expert is an employee who is appointed to a position 
the .duties and responsibilities of which are to perform regular services 





Of a highly technical or administrative nature essential to the accomplish- 
ment of certain specialised functions. An appointee to such a position 
normally will perform duties such as developing and putting into effect 
151utiona of operating problems , of a highly technical nature, supervising 






- \ V 




REF ID : A66203 



Wmmxos 






the execution of highly technical functions, conducting responsible 
S&tlvihies which are an integral part of operating procedures^ and 
'iMdxi g operational decisions as a specialist In a highly technical 
field of toaowledge. though his service normally is intermittent and 
not continuous, an expert may hare continuing operational responsibilities 
during each period of actual duly, since his primary function is to carry 

_ . - -- V , _ , . 

oat specialised operations for vhich training and experience qualify him, 
3. Mylgor . An advisor, for purposes of this Regulation, is one 

.a? ^ • tr ^ v ' v ' 

whose services are obtains^ by means of-4ri ^Xrurjt^tjonal 3Snspf^.Q^^- 



h,. ^aporary Employnent, Uteaporary employment of a consultant or 
expert is e^loyment (a) for a period of one year or less* vhich is £b) 
limited to work on programs, projects, problems, or phases th ereof , 
retiring temporary services for vhich a need will not extend beyond one 
year (260 working days),. 

p. Intermittent Employment (When Actually Bnploared) . Intermittent 
^^ployment of|v consultant or expert is employment which (a) occurs occa- 
sionally or irregularly end (b) is limite^to work on programs, projects, 
problems, or phases thereof, requiring intermittent services*. She Civil 
Service Commission holds that employment which aggregates, in the course of 
the first year of service or in any succeeding year of service, more than 



one-half of full-time employment, i,e,, more than 



ceases 






to be. intermittent employment and becomes automatically converted to tempo- 
very employment which may not be continued beyond the close Of the year of 
service^in which the limits were exceeded,. . ^ ' 

i&wM\h« prldr- sppre^t of , / 



Secretary of Defense 
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foocurement. 
a. jfeointaattt 



services) . Personal services of 
x^^Ltaot? sod experts my lie obtained !, 'by contract 9 as authorized "by 



.1 - ■■- 
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! \ 



Section iff, Act of 2 August ite Stanflard Jbrrn 50 (Sotification J’l j-'j 

of Personnel Action) by which consultants and experts are. appointed by 
tKe Bsraonnel Division under Section 7 of N3A CPM Chapter A2, is a 
.^sentract” of employment aa veil as an appointment instrument* Such 

t . . . ■ 

jersrieaa are chargeable to the personnel ceding. . __ 

- * ■ * ’ “ ' »' , • r r . i * --- . .-. ■ 

. - ^ ■ ■ * 

b. Contract for Personal Services* Personal services of 

. * - v _ imgmmm ■ m - M .i g . j F j p filia l^ ^ ^ v . - 

~ constants and experts nay also be dbtadned by "Contract tp£ Personal ., 

Services" negotiated by SiqPO jsa&^^P* 50 ^ . 







.m 






■feaecduate» However, a confirmatory gp $0 must be issued by the Personnel 
Division for distribution to the Civil Service Coamniaalon. such services 
are chargeable to the personnel ceiling. * . 

a* Contract for Mbn-personai Services « She services of indi- 
viduals, corporations and firms, mey be obtained on a lump-sum or fee 
basis, by a contract negotiated by SlCEPO. for example, a finished product, 
or the services of educational institutions (such as universities, colleges, 
business schools, and public and private vocational schools), laboratories. 



*- T = J 



or industrial organisations for the training and instruction of civilian 



employees* Such "non-personal" services are not chargeable to the 
personnel ceiling, and safe not within the scope of this Regulation. 
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HUMBER ^ 

. » 

• feayel Or derjjt. invitational travel orderly 

^S V .life Al^taat General to persona not having an 
*^^iaehiF status vilS; the federal ge w rqw ^ V W»ae‘ eoairaS^^Srej 
Advisory, or other highly specialized technical services are required in 
a capacity thatie directly related to brjln connoHlon. with activities 
of the Agency. Since these persons are hot er^ployeea, their services 
are not chargeable to the personnel ceiling. 

74 . Conflicts of Interest^ . Federal statutes prohibit federal 
; employees from participating in any Gtovernment decisions on matters in 
tfeich they personally way have interests because ofthe impositions or 
financial interests) the appointment of any consultant, expert or 
advisor mist he examined in the light of these statutes. 

iv”- 



1. Chiefs of Staff Divisions and Offices, 




are 

• - ■ - 7T - 

responsible for? * 

a. Advising SISARC of ail preliminary plans and contacts for 
the prospective procurement or utilisation of the services of consultants, 
experts and advisors, and submitting copies of any pertinent personal 

or unofficial correspondence , . 

■ ■ 'awSh: •- -■ v - - ' ' - 

b. Submitting - a request on a Disposition fexrn to KS8& 0 as 

early as practicable prior to the date the service ( ia requested. The 

"f* &J&} _ >£**>* ** , 

request village Signed by the jsuief isf-the st aff /m sg j^gS^^mmsn't 

^ b' - - - ■ — 

concerned, and will contain the following information; 
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(1) IdentifiesitJcm of the Agency staff «p operating 

f • ». .element request!^ tte serviqgt 

■ (a) Ramose) of the i^vAcfeJal(s) related. . 

* { 3 ) Bate(s) on which the services will be required. 

(4) Approximate number of days the services will he __ 

. required* ■■••..} 

— : (5) Proposed rate of pay (cannot exceed $50 per day), 

. (6) Mission to he accomplished (brief imclas^ifled 

summary of work project, and specific duties to ha 
. ieifocued hy the individual^)}* 

(7) Whether ay not the individual's ) concerned is (are) 
personally known to personnel of the requesting 
Staff or operating element, 

(8) Whether or not the individual(s) concerned has (have) 
•T&eea contacted unofficially and personally concerning 
the proposed visit by Say meafcer of the using Agency 
jltaff or operating element* 

notifying H3ARC immediately by Disposition I tom when the 
services of a consultant, expert, or advisor are completed, ihe Disposi- 
tion perm will also contain the following information* 

. (l) Brief statement of the nature of the problem on 

which the consultant, expert or advisor was engaged. 

(2) Brief sUBwnry of extent to which the individual was 
aKt* to assist in the solution of the problem. 

(3) Statement as to the extent of the applicability of the 

individual’s specific qualifications to that type of 

problem* 6 
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msa mmmssto 



£a map-,; 



•f jrt> *" ", 



M budget estimates of funds 



<t 2 sst« 14J*%.#' personnel spacer >»y f s m d*:| to support the 
utilisation, of the services qf a consultant, expert or advisor for the 
period required,, , 

Of If* ■$&%$&&& tJ^- O oBptr oB er waft? budget estimates of funds 
for salary and travel expenses of consultants, experts and advisors* 

£ fiaintalning, certifying and submitting to KSARC the time 

,/ - - - ■ 

'and attendance reports o£ consultants, experts and adv isor s on duty with 
his staff at fsSs end of each two -week pay period. 



Or sooner if required* 



~ -"; "g* in order to perform his mission, the Chief, USARC is specifically 
responsible fori 

a* Conducting all official correspondence with consultants, 
experts' and advisors* 

b* Reviewing procurement requests and verifying availability 
of personnel spaces and funds for salary, travel expenses, and per diem 
in lieu of subsistence* 

C* Determining extent of ''conflict of interest, 17 if any, 

With the assistance of the General Counsel w^innacessary. 

d* Initiating requests for security clearance or verification 
of existing clearance* 

e* Arranging, if required, for appointment by issuance of an 
BP 50 by the Personnel D ivisi on, qr_ procurement by Personal Service Con- 
traot through sigpo. 

f * Requesting issuance by the Adjutant General of appropriate 
travel order? sod authorization for per dim in Ueu 0 i subsistence. 
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g. Reviewing and certifying travel vouchers submitted by consultants, 

and submitting them promptly for payment* 

h. Reviewing time end attendance reports of consultants, 

experts and advisors, making necessary extracts, and submitting the 

-reports promptly to the Comptroller for pay purposes. 

1* Submitting & summary time and attendance report for con- 

suit ant a | experts and advisor s^AaHrimMlBBPy - gCLjaperatjjag element 

vm&Mi ai.blSr.for- reporting the persotro^L^sAUBC* 

fan* 

J. Initiating' termination or extension of appointment or con- 
tract for personal service when required. . « - 

k, Preparing and submitting reports of utilisation of services 
of consultants, experts and advisors, when required^ w lt te ST tK6 - 'fo c cg cy 
>og-lay high er authority sufth asT the" Secretary Of Defense car the Civil 

L 

fleaeviaa floagUsioa. 

l. Arranging for the maintenance of an official personnel folder 
for each consultant, expert or advisor, and such other records as are neces- 



sary. 






V< 






The^a^roLJ^iSL re^^lble sy* \ 

-^SOjppiM ^r>a^ieL travel a, wui per^di|ik in' 



lieu of subs iatepc 
-services are- share 



^SUl$l 
ARC of 



^^of t o^t such , ' 

- 1 u / 



_f// c. %v|ewing 

/ / 

issuance of pAy checks. 
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a, tevlprla# travel vouchers and "Issuing cheeky for travel'' sad 

a lieu of eubBleience* . 

/ ^ y^ — S/. /V 

consultants, experts ana advisors as 

~ — _yr --/ -■ v -- y~ — * .7^-^ - // / I /- // %.j/ 

pay^r hy S&HC. ' - ; ' //; A, 



*7?.'' Jk* S^livering checks to 

' / ■*"“ *” <• ' ■»" * ^7 

-jd^ructed by the 



/ r~}/- / //? / /■ j/f // Z b 

f --- Maintaining 'master lfcaveracord ‘ if the consultant or export 

IZJ-z/jLJZ s 



is e^igibljs fp£ benefits o; 

7 4^-f 




Snmai and $ick' Heave Ant' of' 










.V 



travel orders 
of^eUbsistence^ 



\ 



fcggaSBt' B^HSABC and vll^^ti^llalt/ of listing Snvs and'r^^ 

SEmOM V - PROCEDURES 

Supplemental procedures for the Implementation of this ReguJetion are 
contained in Section f of USA CEM Chapter A2. 






BSCTIOM VI - apPEKVIBIOg 

Supervision for the implementation of the policy established herein 
is the responsibility of the Cbdtf, Personnel Division. 
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NUMBER 

EFFECTIVE UNTIL UNLESS SOONER 

RESCINDED OR SUPERSEDED 



NATIONAL SECURITY AGENCY REGISTRY FOR CONSULTANTS 



IT' 



PURPOSE 

MISSION 

DEFINITIONS 

RESPONSIBILITIES 

PROCEDURES 

SUPERVISION 



I 

II 

III 

IV 

V 

VI 




SECTION I * PURPOSE 



The purpose of this Regulation is to establish the NSA Registry for 
Consult ants (N SARC) with location in the Personnel Division* As used 

herein^ will be interpreted to include "Consultants- Experts and Advisors", 
trie title 

SECTION II - MISSION 
The mission of the Chief, NSARC is: 

a. To provide for the centralization of procurement and the effective 

utilization of eonsultants, experts and advisors who can be of assistance to the 

Agency in fulfilling^ its mission. Individuals who are covered by contractual 
arrangements 'aiidH4i5 : ^o-vi4e "non- personal s ervice s" are exempt from the provisions 

of this Regulation. 

b. To insure that the conduct and continuity of the Agency* s official 
relationships with these consultants, experts or advisors is maintained in 
the most effective manner 

c. To make the availability and general qualifications of these consultants, 
experts and advisors known to interested Agency components 

-d. To exercise staff supervision over the administrative procedures 

' r m « 

involved in the use of . the services of consultants, experts and advisors by 
Agency .components. 
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SECTION III - DEFINITIONS 



1. Consultant^ . A consultant is one who serves in an advisory 
capacity to an officer or instrumentality of the Government, as distinguished 

from one who serves as|| an officer or employee in the performance of duties 
and responsibilities of the Agency. He expresses his views or gives his . 

u 

opinions regarding problems or questions presented to him by the Agency, but he 
does not perform, or supervise the performance of, operating functions . Ordinarily, 
he will be an expert (fin the particular field in which he advises. However, he 
need not be a specialist; his "expert ness” may consist in his possession of 
broad administrative, professional or technical experience of a high order 
which indicates that his ability and knowledge will render his advice of 
distinct value to the Agency. 

2. Expert. An expert is an employee who is appointed to fnsx a position 
the duties and responsibilites of which are to perform regular services of a 
te*gtate3y highly technical or administrative nature essential to the acccmplishment 

of certain specialized functions. An appointee to such a position normally will 

perform duties such as developing and putting into effect solutions of operating 

problems of a highly technical naturelf supervising the execution of highly 

technical functions, conducting responsible activities which are an integral 

a 

part of operating procedures, and making operational decisions as/ specialist^ in a 

his 

highly technical field of knowledge. Though idxsir/service normally is intennittent 

an 

and nbt continuous, /expert#! may have continuing operational responsibilities during 

his 

each period of actual duty, since Hair/ primary function is to carry out specialized 
operations for which training and experience qualify dctorary him. 
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3. Temporary Employment . Temporary employment of a consultant or expert 
is employment (a) for a period of one year or less which is (b) limit ed to work 
on programs, projects, problems, or phases, thereof, requiring temporary services 
for which a need will not extend beyond one year (260 working days), 

4. Intermittent Employment (When-Actually-Bnployed) . Intermittent 
employment of a consultant or expert is employment which (a) occurs 

occasionally or irregularly and (b) is limited to work on programs, projects, 
problems, or phases thereof, requiring intermittent services. The Civl Service 
Commission holds that employment which ag regates, in the course of the first 
year of service or in any succeeding year of service, more than one-half of 
full-time employment, i.e., more than 130 working days, ceases to be intermittent 
employment and becomes automaticlly converted to temporary employment which may not 
be continued beyond the dlose of the year of service in which the limits was 
exceeded, 

5. Consultant (Without Compensation). A. consultant (WOC) may be 
employed ugder certain provisions of the law tdth r the prior approval of the 

i 

j Civil Service Conmission and if a waiver of compensation is. executed. 

[ \ Secretary of the Army 
/Secretary of Defense 

I 

6. Procurement . 

a. Appointment ( personal sei vices). Personal services of consultants 
and experts may be obtained "by contract" as authorized by Section 15, Act of 2 
August 1946. The Standard Form 50 (Notification of Personnel Action) by which 
consultants and experts are appointed by the Personnel Division unier Section 7 
of NSA CBM Chapter A2 is a "contract" of employment as well as an appointment 
instrument. Such services are chargeable to the personnel ceiling. 
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b. Contract for Personal Services , Personal services of consultants 

Biay - - 

and experts/aay also be obtained by "Contract for Personal Services" 

nego tiated by SIGPO and approved by the Secretary of the Army under the 

Armed Services Procurement Regulations and Army Procurement Procedure. 

5a 

However , a confirmatory SF/|iausu be is sue 1 by the Personnel Division for 
distribution to the Civil Service Commission. Such services are chargeable 
to the personnel ceiling. 

c. Contract for Non-personal Services, The services of individuals, 

corporations and firms, may be obtained on a lump -si m or fee basis, by a 

a finished product, or the 
contract negotiated by SIGPO. For example, /services of educational 

institutions (such as universities, oo lieges, business schools, and public 

and private vocational schools), laboratories, or industrial organizations 

for the training and instruction of civilian employees. Such "non-personal" 

services are not chargeable to the personnel ceiling t 

d. Invitational Travel Orders. Invitational travel orders may be is-sued 

•rr'-Y' 

by the Adjutant General •£& persons not having an employment status with the 
Federal Government; whose consultative, advisory, or other highly speciali 2 ed 
technical services are required in a capacity that is directly related to 
or in connection with activities of the Agency. Since these incfcxx persons are not 
enqployees, their services are not chargeable to the personnel ceiling. 

_ Conflicts of Interest" . Federal statutes prohibit Federal 
employees from participating in any Government decisions on matters in 
which they nay have interests because of their positions or financial 
interests. The appointment of any consultant, expert or advisor mus t 
be examined in the light of these statutes. 
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SECTION 17 - RESPONSIBILITIES 

1. Chiefs of Staff Divisions and Office^ are responsible for: 

a. Advising NSARC of all preliminary plans and contacts for the 
prospective procurement or utilization of the services of consultants, experts 
and advisors^ ^ 



-» **11 pwmsu j “ ■ * 

. — .^rdinat :in^-w±th-'133AR(*c±ixsrK!QE^^ i* 1 correspondence 

iii-tt jC ? TZp'u 

^ wij&^^ultants^ and advisors, and furnishing NSARC with copies..pf 

such correspondence 

c. Initiating request on a* Standard Form f>2 (Request for Personnel 
Action) or by Disposition Form, if appropriate, for the services of a 
consultant, expert or advisor in accordance with procedures in Section 7 
of NSA CFM Chapter A2 J 



Awow*- •«“ 










d. Providing^ personnel spaces to support the utilization of the 

K 

services of a consultant, expert or advisor for the period required, 
r e. Providing the Cosptrol -.er with budget estimates of funds for 

salary and $P«*el expenses of consultants, experts and advisors. 

f. Maintaining, certifying and submitting to NS&.RO time a nd 






attendant reports of consultants, experts and advisors on duty with his 
organizational component at the end of each two-week pay period, or sooner 
if required % 

g. Notifying NSARC by axSxspjaaxfccm an SF 52 or by a Disposition 

Form, if apprppriate, when the services of a consultant, expert or advisor 

detailed 

are couple ted or are to be teririinated, attaching/iajaciiiui report in accordance 



with Section 7 of NSA CPM Chapter A2. 
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2. The Chief, NSARC, is responsible for: 

a. Conducting the program for centrali z ing procurement and 
effective utilization of consultants, experts and advisors 

b. Insuring that the conduct and continuity of the Agency's 
official relationships with consultants, experts and advisors is maintained 
in the most effective manner 

c. Maintaining and publishing a "Quarterly List of Available 

Consultants" which will contain the names and professional fields of 

consultants, experts and advisors whose services are available to Agency 

(scheduled 

activities, and publicizing(impending visits of such individuals 

d. Exercising staff supervision over the administrative procedures 
of the program, and in addition is specifically responsible for: 

(1) Reviewing procurement requests and verifying availability 
of personnel spaces and funds for salary, travel expenses, 
and per diem in lieu of subsistence 
Petp.rml.nin£^ e‘ i >FteTrr^?°*"conflict of/pKKSOx 

ih assistance of the Gene ral ^puisj^fi^n-nece'ssaiy 
(3) Reque^x^g< 3 !ssuaace by the Ad j;ufeaht General of appropriate 
^travel or ders, ^*- 

for per diem in li_etf of sutesistencd 
(U) Arrangluig^xfj^equired, the appoir 



by issuance of an 



50 bv^ersonnel Division, procurement>ty Personal Service 







Co ntra-'C tf* by "SIGK) , or issuance of in^tatit>n-«^o N td^vel by the 



Adjutant General 
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*(2) Determining extent of "conflict of interest" , if any, 

■with the assistance of the General Counsel when necessary 
*sir 

(3) Avvangikig-i “or security clearance or verification of 
existing clearance 

(I 4 .) Arranging, if required, appointment by issuance of an 

SF 50 by the Personnel Division, procurement by Personnel 
Service Contract through SIGPO, eas-ieeuance-of invitation 
t o .. trav el -by~ther~Adjutant General 

(5) Requesting issuance by the Adjutant General of appropriate 

* 

travel orders and authorisation for per diem in lieu of 
subsistence, 

' * • \ 

(6) Conducting all official correspondence with consultants, 

k ~ 

experts and advisors 

(7) Reviewing and certifying travel vouchers submitted by 

*•- » 

consultants, and submitting them pron?>tly to the 

.... 

(Disbursing Officer - 

* (Comptroller for payment 

1 5 

(8) Reviewing time and attendance reports of consultants, 

s • r 

experts and advisors, making necessary extracts, and 
submitting the reports promptly to the. Comptroller for 
pay purposes 

(9) Submitting a summary time and attendance report for 
consultants, experts and advisors to the Agency component 
responsible for reporting the personnel ceiling 

(10) Initiating termination of appointment or contract for 
personal service when required 

(11) Preparing and submitting reports of utilization of servieds 
of consultants, experts and advisors, when required within 
the Agency or by higher authority such as the Secretary 

of Defense or the Civil Service Commission 
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(12) ArriJ^ing for the maintenance of an personnel 

f older for each consultant, expert or consultant, 
did such other records as are necessary 



3. The Comptroller is responsible for: 

a. Budgeting for salaries, travel expenses, and per diem in 

— lieu of subsistence for consultants, experts and advisors 

b. Advising NSARC of appropriation symbols to which such services 

are char^qable . - 



and 



c. 



Revieung time and attendance reports/arranging for issuance of 



checks 



d. Reviewing travel vouchers and issuing checks for travel aixi 
per diem in lieu of subsistence 

e. Delivering checks to consultants, experts and advisors as 
instructed by the payee or by NSARC 

f. Maintaining master leave record if the consultant or expert 
is eligible for benefits of the Annual and Sick Leave Act of 19E>1 



U. The Adjutant General is responsible for issuing travel orders or 
invitation^to travel, and authorizing per diem in lieu of subsistence, 
on request of NSARC and within the limits of existing %aws and regulations. 



I P: 



SECTION V - 



PROCEDURES 



Procedures fot the implementation of this Regulation are contained in 
/ Section 7 ®f NSA CPM Chapter A2. 



SECTION VI - SUPERVISION 

— Supervision for the implementation of this Regulation is the 
responsibility of the Chief, Personnel Division. 



- 8 - 
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. _ DRAFT 

NATIONAL SECURITY AGENCY 
Washington 25, D. C. 



USA REGULATION 
NUMBER 11* 



EFFECTIVE UNTIL 1 JULY 1955 UNLESS SOONER 
RESCINDED CR SUPERSEDED 

RATIONAL SECURITY AGENCY REGISTRY FOR CONSULEANTS 

SECTION 

GENERAL, X 

FUNCTIONS II 

RESPONSIBILITIES OF. 2SA. ACTIVITIES . . . . Ill 
CI&&VISXOK XV 

SECTION I * GENERAL 

1. Purpose . The National Security Agency Registry for Consultant a 
(NS ARC) is hereby established, 

2. Mias Ion . The NBA Registry for £ consultants villi 

a. Promote the moat efficient utilisation of all categories of out- 
side consultants, experts, or advisors who can be of assistance to MSA in 
carrying out its mission. 



to. Insure that the conduct and continuity of MSA's official re- 

/ 

lationships vith these consultants, experts, or advisors, is maintained in the 
most effective manner. 

c. Make the availability and general qualifications of such eon- 
sultanta, experts, or advisors, known to the Interested USA activities. 

d. Exercise staff supervision over the administrative procedures 
^ Involved in the use by NBA activities at the services at these consultants. 





experts, or advisors, including official correspondence vith them. 
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m wmAm% 

mm n* 



1 . fxx order to perform its mission, the Registry will: 

*. Have cognisance of the initial official contact* between USA and 

* ^ r 

prospective ccmsultants, everts , or advisor*. 

b, Perform the necessary sdminisirativs function# Involved in obtaining 
their services, including i 

v" (l) Correspondence 

^ (g) Request for or verification of appropriate security clearance*. 

. 1 * - * * A • 

^ (3) Requests for travel orders and transportation requests. 
v'(U) Requests for personnel actions. 
w {5) Certification and submission of travel vouchers * 

— ( 6 ) Maintenance and submission of time card*. * 

8 

'P (7) Submission of budget and fiscal estimates . 

v " ( 8 ) Maintenance of necessary records and files. 

1/ (<?) Necessary liaison with USA activities. 

§. St Ibsp^lutf armed on a current Basts a? any unofficial or personal 

/ ■ . ■ 

./ contact* made between HSA personnel and any consultant, expert, car advisor on 

2 SBA matter*. 1 

*p ! - . [ 

A. Maintain and publish an up-to-date list containing the names and 

/ - ... . . j 

y professional fields of all consultants, experts, or advisor* available to the 



m 



ao *>+•#•»* As f ^ o — fiu+jb.'j tj a/ 

a. The provisions at subparagraphs a, b, c, and A above do not apply 

1 

1/ 

to contractual arrangement* with firm* . 

t . The provisions of Subparagraph b above do not apply to contractual 
J ( iorrangeBsents with individuals, but a, c, and S do a pply. 



JO 



A 



HI 
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k JJSA Offices andf Staff Divisions requiring the services of an outside 

Jilted ^0^0 -S-w' 

consultant, expert, or adviBor^ will: » 

L Submit a request therefor in writing by D/F to the Registry »* l a a»t J 
to the date the service.' is desired, /in eases of emergency the tins 

element may he waived, hut in *11 instances the written request will he submitted^ 

■^eputg inr^e'/lir n itu ^aj td'Wv' 

Thee* D/F’s will he signed, hy the «hief-«f the Offiee-sr Staff Division concerned 
and will contain the following information: 

</(!) lame of the HSA activity requesting the service. 

/M'S j'itv* Hams(s) of the indivldual(s) requested. 

/(j) Date(s) the services will he required, 
y ( 4 ) Approximate number of days the services will he required. 

(5) Whether or not the individual(s) concerned is (are) 
personally known to personnel of the requesting activity. 

(6) Whether or not the individual^) concerned has (have) been 
contacted unofficially and personally concerning the proposed 
visit by any member of the using HSA activity. If any such 
contact has been made, a written brief of the pertinent 

\ 

correspondence or conversations will he included in the request 

for services. , 

'Pi'rfc'ter a r ? J 

(7) Approval of the flhigf Of IhsJMBA Office or Staff Division 
' concerned . 

v 

r Ct 4 %. Hotify the Registry by T>/¥ when the service of the consultant, expert, 

\ or advisor on any visit to USA is completed^ state the nature of the problem for 
s. Yhich. the service was eapioyeftj summarise briefly the extent to which the individual 
wqp able to assist in the solution ef this problem and how applicable to this type 
of problem the individual 1 # speaific qualifications appeared to he. 



- 3 - 
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KSA KEOUIATION 
HUMBER 11- 



/ 2. If any USA activity need* the services of a specific consultant, expert, 

or advisor who is not listed a* he in* available, the Chief of the Office or 
Staff Division concerned will submit to the Registry all available information 
on that individual with « request that he he contacted for consultant service. 

'"S- If *p ./ NSA activity needs the servi ces of aoae . ccaaultant, expert, 

w **?■* acJ ' s ^ r ^“ ** * ~^*?£l**f* 

^in^tmt perticular fii$ld,^the^ief of the Office or St^ff Division ^on^jrned 
will e^Rit a request for^g eonS^^ nature of^jthe problem 

and the field of professional specialisation applieable'to Mi' needs. 

h. The cost of the travel and services of any consultant, expert or - 
advisor utilised within the provisions of this regulation will be borne by 
the requesting activity. The cost incident to the utilisation of the services 
of those listed as members of Panel* of the USA Scientific Advisory Board will 
be borne by the requesting activity when used on an individual consultant basis, 
and by the Registry when used as Panels or Bub-panels of the Scientific Advisory 






Supervision for the implementation of the policy established herein is 
the responsibility Of the Chief, EEBtecamer Division. . 

BY COMMAND OF LIEUTENANT GENERAL CANINE* 



L. H. FROST 
Captain, UB Navy 
Chief of Staff 



OFFICIAL! 



. 



